Tips & Techniques 


Issue No. 6 

Welcome to the sixth 
issue of Microsoft 
Communique Tips & 
Techniques. 

There are separate issues 
of Tips & Techniques for the 
Macintosh and MS-DOS/ 
Windows platforms. We trust 
that this makes it easier for 
you to find relevant tips 
quickly. 

The topics in each version 
of Tips & Techniques are 
substantially the same, but 
readers of both versions will 
find platform-specific tips and 
techniques as well. 

If you have a problem that 
you would like us to talk about 
in a future issue, please write 
to Microsoft Communique 
Tips & Techniques, PO Box 
91, North Ryde NSW 2113. 

Inside this Issue 
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issue) 
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in Project 

4 Copying between 
templates in Word 6.0 

5 ‘Smart’ quotes in 
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6-8 Quick hints & tips for 
Excel, Project, Word 
for Windows, MS- 
DOS, and Works 


Excel passwords 


In the last issue of 
Tips & Techniques we 
explained how you can protect 
Excel files by setting up 
passwords. 

In this issue, we look at cell 
and document protection to 
protect cells, objects and 
windows in Excel 4.0. 

CELL PROTECTION 

You can set different levels 
of cell protection for different 
parts of a spreadsheet This 
means that you can set up a 
spreadsheet where someone 
can enter data into particular 
cells but cannot interfere with 
or change any cells that do, say, 
the calculations based on what 
was entered. 

This is an ideal way for an 
experienced Excel user to set 
up a spreadsheet for an 
inexperienced user. The 
inexperienced user can perform 
data entry but will not be able 
to inadvertently interfere with 
any existing formula. 

There are three stages in 
the process of protecting cells. 
First, you format each cell with 
the type of protection you want 

Then you turn document 
protection on. You can’t turn 
document protection on until 
after you’ve formatted the cells 
because, once it’s turned on you 
will not be able to access any 
that have been locked without 
turning it off again! 

Finally, to ensure that no- 


. one else changes the cell 
protection levels, you should 
follow the earlier instructions to 
protect the document from 


FORMATTING THE 
CELLS 

1 Tb protect or unprotect a group 
of cells, select them first. 

Hint: 

When selecting cells to set cell 
protection, you can select non¬ 
contiguous cells by holding 
down CTRL while you select 
each group of cells. 

2 From the Format menu choose 
Cell Protection. 

You will see the Cell 
Protection dialog box shown in 
Figure 1: 
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There are four possible 
levels of cell protection. They 
are explained in the table on 


default have all cells locked and 
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Locked 

Hidden 

Explanation 

On 

Off 

This is the default setting. When the document is 
protected, the contents of the cells will be visible but 

the cells cannot be edited. 

Off 

Off 

The Cells will display the contents of the cell and the 
cells can be edited. 

On 

On, 

Cells with formulas will show results of the 

calculation but not the formula itself. The cells cannot 

be edited. 


unhidden. 

3 Choose the level of cell 
protection you require for the 
selected cells, then choose OK. 

4 Repeat this procedure to set the 
protection level for all the cells 
in your spreadsheet 

Remember, for any cell in 
which you want to allow data 
entry, you will have to turn off 
‘Locked’. Otherwise, as soon as 
you turn document protection 
on you will not be able to edit 
the cell contents. 

TURNING DOCUMENT 
PROTECTION ON 

1 To turn document protection 
on, from the Options menu 
choose Protect Document 
You will see the Protect 
Document dialog box, which is 
shown in Figure 2: 



. FIGURE 2 

You can protect cells, 
objects such as an embedded 
chart, or an entire window such 
as a macro attached to the 
spreadsheet. 

2 Choose Cells to protect all cells 
that are currently formatted as 
‘Locked’. 

3 In the Password box, type a 
password. 


4 Choose OK 

You’re asked to type the 
password a second time to 
confirm the spelling and case. 
Passwords are Case Sensitive. 
If you forget your password 
you will never be able to 
change the protection you have 
just set so be careful! 

5 Reenter the password then 
choose OK 

Now your locked cells can 
no longer be edited unless you 
supply a password to unprotect 
the document. 

TURNING DOCUMENT 
PROTECTION OFF 

To turn document protec¬ 
tion off (which means although 
some cells may be locked, you 
can still edit their contents): 

1 From the Options menu, 
choose Unprotect Document... 
You’ll see the Document 
Password dialog box again 
except that, this time; it will 
look like Figure 3. 



FIGURE 3 

2 Type the password you created 
earlier then choose OK 

You can now update the ' 
data in locked cells. 


Projec 

Changing 
Actual Costs 

SCENARIO 

You have just completed a 
task and realise that the actual 
cost is different from the cost 
calculated by Project. Since you 
want to report accurately on the 
project’s costings, you Want to 
change the calculated value. 

Hint: 

You can only change the value 
in the Actual Cost field when 
there is no work remaining. 

BEFORE YOU START 

So that you can follow the 
steps more easily, it is a good 
idea to make sure that you have 
the same number of hours per 
day as are used in this tutorial. 

1 Start Microsoft Project for 
Windows and from the View 
menu choose Task Entry. 

2 From the Options menu choose 
Preferences. 

A list of preferences is 
displayed. 



3 If necessary, change the Default 
Hours/Day value to 8.00, then 
choose OK. 

PROCEDURE 

1 In the Name field enter a task 
called Earthworks and then in 
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for Windows 


the Duration field enter 
duration of 10 d. 

2 Click On Earthworks again, then 
click in the Task Form at the 
bottom of the screen. 

3 From the Format menu choose 
Resource Schedule. 

4 Click in the first Resource Name 
field and assign a resource by 
typing Supervisor. Press 
ENTER. 

The screen should now look 
like Figure 2. 


. bottom of the screen you will 
notice that the Supervisor has 
been assigned 80 hours of work. 

8 Press the P6 key to make the 
Gantt view (i.e. the top pane) 
active. Alternatively, click in the 
top pane. 

Hint: 

Pressing the F6 key cycles you 
from the top pane to the bottom 
pane and back again. 

9 From the Table menu choose Cost. 
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FIGURE 2 


5 Press ENTER again. 

A message is displayed, 
telling you there is no Supervisor 
in the Resource Pool. 

6 Click on ‘Yes’ and the Resource 
Edit form is displayed. 



FIGURE 3 

7 Change the Std Rate to $50/h 
then click OK. 

In the Task Form at the 


The Cost table is displayed. 
Drag the Gantt chart to the right 
so that you can see the columns 
of the Cost table. Check the 
values in the Total Cost, Actual 
Cost and Remaining Cost fields. 
They should be $4000, $0 and 
$4000 respectively. 

10 In the % Complete field at the 
bottom of the screen, change the 
value to 60%. Click OK 
A value of $2000 now 
appears in the Actual Cost field 
in the top of the screen. 

Let’s say that you thought 
you had accumulated $3000 


worth of costs but that only 50% 
of the work had been 
completed. (In other words your 
initial estimates were incorrect.) 

11 Click in the Actual Cost field in 
the top pane. Change the value 
to $3000 then press ENTER. 

Notice that the value 
immediately reverts to $2000. 
This is because the Actual Cost 
is a calculated field and it cannot 
be changed in this way. 

12 Press F6 until the bottom pane 
(the Task Form) is selected. 

13 From the Format menu, choose 
Resource Work 

The display in the Form 
changes and the Remaining 
Work and Actual Work are 


14 In the % Complete field at the 
bottom of the screen, change the 
value to 100%. Click OR 

The cost values in the top of 
the screen change and the value 
of the Remaining Work in the 
bottom pane is now Oh. 

15 Click in the Actual Cost field in 
the top pane, and now change 
the value to $5000. 

As soon as you press ENTER 
it reverts to the previous value. So 
although the work has been 
completed (there is a value of 0 ip 
the Remaining Work field in the 
lower pane), you still can’t change 
the value of the Actual Cost, 

You are now going to see 
how you can make a change to 
the Actual Cost after the work 


has been completed. 

16 Click in the lower pane or press 
F6 to switch to the lower pane. 

17 From the Format menu, choose 
Resource Cost. 

The Resource Cost table is 
displayed in the Task Form. 

18 Click in the Actual Cost field in 
the lower pane and type $5000. 

This time the value changes 
in the lower pane, but it is not 
reflected in the top pane. 

19 Choose OK 

The value in the top pane 
changes as well. You can now 
report accurately on your costs. 
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Word 6.0 for Wmdows: 
Copying between templates 


Microsoft Word 6.0 for 
Windows’ Organizer provides a 
convenient way of copying or 
moving styles, macros, toolbars 
and autotext entries between 
templates and for moving styles 
between documents. 

To use the Organizer, do the 
following: 

1 From the File menu, choose 
Templates. 

Note that if this option is 
unavailable then either the 
document or its template is 
protected. 

2 Choose Organizer. 

A dialog box similar to 
Figure 1 appears: 


Note that you can also 
choose the Organizer from the 
Style dialog box. 

There are tabs for Styles, 
Autotext, Toolbars and Macros, 
You can use the Organizer 
to copy styles between 


documents or templates. The 
other items can be copied from 
one template to another. 

3 Choose the tab for the type of 
item you want lo copy. 

Note that you can also 
delete and rename items in the 
Organizer. 

By default, you see the 
name of the template the 
document is currently attached 
to on the left-hand side of the 
dialog box and the normal 
template on the right hand side. 
This means that if the document 
is attached to the Normal 
template the Normal template 
will appear on both sides. 


However, if you have the 
Styles tab selected and your 
document is based on the 
Normal style, you will see the 
name of the document on the 
left-hand side and the Normal 
template on the right-hand side. 

4 To change template or, in the 
case of styles, to change 


document, choose the Close 
File button that’s underneath 
the template or document you 
don’t want. Then choose Open 
File and select a different 
template or select a document if 
you are copying styles. 

6 Now select the item that you 
want to copy, and choose Copy 
button: 

You can copy in either 
direction — you may want to 
copy something from the 
template on the right onto the 
template you’re currently 
working with. 

6 When you have finished copying 
all the items, choose Close. 

7 From the File menu, choose 
Save All to save the changes to 
any documents or templates 
that you have modified. 


PREVENTING 
WORD 6.0 AUTO 
MACROS FROM 
RUNNING 

When you create a 
new document or an 
existing document, or 
close a document, you 
can prevent any auto 
macros from running by 
holding down the SHIFT 
key while you open or 
close the document. 

This prevents the 
following macros from 
running: 

‘autonew’ 

‘autopen’ 

‘autoclose’ 

‘autoexit’. 



FIGURE l 


































Are your quotes 


‘smart’ 



If you want your quotes 
(inverted commas) to look 
professional when you are using 
Word for Wmdows 2.0 you can 
install a macro that will make 
sure that the ‘curly’ quotes you 
expect will automatically be 
supplied every time you type the 
‘ or “ key. When you type a 
Word for Windows will work out 
whether the quote should be * or 
’. Similarly, when you type a", 
Word will choose “ or ”, 
depending on the context 

INSTALLING THE 
SMART QUOTES 
MACRO 

1 From the File menu choose 
Open. 

2 Switch to the Winword 
directory. 

A list of files is displayed, 
one of which is the file 
newmacro.doc (Figure 1). 

Note: 

If you don’t have this document, 
it means that your computer has 
a custom installation of Word 
for Wmdows and the Alphas not 
been installed. You can use the 
DECOMP utility that comes 
with Word for Wmdows to re- 

• install it if you like. DECOMP is 
on Disk 1 and newmacro.do$ is 
on Disk 7. 

3 Select newmacro.doc then 
choose OK 

A document is loaded and a 
list of macros is displayed 
(Figure 2). 

4 Click on SmartQuotes then click 
on Install. 

A window is displayed that 
enables you to choose the 
template and menu in which 
you want to install the 
command (Figure 3). 

If you install this macro in 
the Normal template it will be 



FIGURE I 



FIGURE 2 



FIGURE 3 


available all the time. Normal is 
the default selection in the 
Template box so you can leave 

Now you have to select the 
menu on which the option you 
are about to install will appear. 
We recommend Tools because 
the macro actually creates two 
useful tools to turn ‘smart 
quotes’ on and off. But you can 
install it in any menu you like. 

5 In the Menu box, choose Tools 
or any other menu you want to 


install these options in.' 

6 Choose OK 

Now when you choose 
Tools you will find two new 
menu options: EnableSmart 
Quotes and DisableSmart 
Quotes. 

7 From the Tools menu, choose 
EnableSmartQuotes to turn on 
smart quotes. 

8 When you exit from Word for 
Windows, remember to choose 
Yes when you’re asked if you 
want to change the global 
glossary and command 


Now smart quotes will 
remain turned on indefinitely. If 
you ever need ‘unsmart’ quotes, 
e.g. to type an inch (") symbol, 
you can temporarily disable 
them by choosing DisableSmart 
Quotes from the Tools menu. 


CUSTOMISING THE 
MENU TEXT 

If you don’t like the text 
‘EnableSmartQuotes’ that is 
installed by default and would 
prefer to see ‘Enable Smart 
Quotes’ and ‘Disable Smart 
Quotes’, do the following: 

1 From the Tools menu choose 
Options. 

2 In the Category list choose 
Menus. 

3 In the Menu box, choose Tools. 

4 Scroll down the Menu Text list 
until you see EnableSmart 
Quotes then select it. 

5 In the Menu Text box, edit the 
text to insert spaces between 
the words. 

6 Choose Add. 

7 Repeat steps 4 to 6 for 
DisableSmartQuotes. 

8 Choose Close. 

Now your list of menu 
options looks just that little bit 
more professional! 
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Dates 

US DATES IN EXCEL OR 
WORKS FOR 
WINDOWS 

If you are having problems 
with dates being in US format 
(they write Christmas Day as 
12/25/94) there is a very, simple 
way to correct it 

1 From the Mairi group of the 
Program Manager start the 
Control Panel. 

2 Choose International. 

3 In the Country field, choose 
Australia. 

4 Chose OK 


Word, 2.0for 
Windows 

ALTERNATIVE 
BULLETED LISTS 

If you want your bulleted list to 
display a different symbol, for 
example the o, following these 
steps: 

1 From the Tools menu, choose 
Bullets and Numbering. 

The Bullets and Nuihbering 
window is displayed. 

2 Click on the New Bullet button. 

The Symbol window is 
displayed. 


choosing it ftom the style 
selection box on the Ribbon. 

4 Press ENTER. 

5 Hold down CTRL then press 
ENTER. 

This creates a page break so 
that the next heading will be on 
the second page. 

6 Type: 

. Second heading : : 

7 Format it to be heading 2 by 
choosing from the style 
selection box on the Ribbon. 

8 Press ENTER. 

9 From the View menu choose 
Header/Footer then choose 
Header. Now choose OK 


Excel 


CENTRING A 
HEADING IN 
EXCEL 

Sometimes in 
Excel you want to centre a 
heading across a set of cells. Tty 
the following. 

In A1 type: 

Monthly Report 
From the Format menu, choose 
Font. Make the heading 14 pt, 
bold and Anal then choose OK 
Click in A1 and drag to HI to 
highlight the first eight cells. 
From the Format menu choose 
Alignment. 

The following dialog box 
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then choose OK 

The heading is how centred 
across the selected cells. 


3 Choose Wingdings from the 
Symbols From list. 

4 Choose the symbol then 
choose OK 

You are returned to the 
Bullets and Numbering 
window. 

5 Choose OK 

Now if you highlight a. list 
and choose the bullet button 
the new bullet will be used. 

USING STYLES IN 
HEADERS 

There are many advantages 
to using styles such as Heading 
1, Heading 2 etc to format 
headings in a long document. 
Apart from being able to 
quickly re-format your 


around in the outliner and 
generate tables of contents 
automatically, you can also 
automatically have different 
headers displayed as your 
headings change. 

TVy this: 

1 Create a new document. 

2 Type: 

First heading 

3 Format it to be heading 2 by 


10 Hold down CTRL and press F9 
to insert afield 
code. 

11 Type: 

• styleref "2* 

12 Press F9 to see the 
effect. 

If you can only see the 
styleref field code, go to the 
View menu and choose Field 
codes. This turns off the display 
of the field code and allows the 
contents of the field to be 
displayed. 

13 Choose Close. 

Now when you print the 
document, the headings will 
appear in the header, Each time 
there is a change of heading, the 
header will automatically be 
updated. 

Word 6.0for 
Windows 

VIEWING DOCUMENT 
STATISTICS 

There is a macro supplied 
with Word 6 for Windows that 
will provide you with an 
amazingly comprehensive set of 
statistics about your current 
document. 

The macro is provided in 
the template MACRO60.DOT 
which is stored in the MACRO 
subdirectory of the WINWORD 





directory. 

To access this macro cany 
out the following steps: 

1 From the File menu choose 
Templates. 

The Ttemplates and Add-Ins 
window is displayed. 

2 Choose Attach in the Document 
Template group. 

The Attach Template dialog 
box is displayed. 

3 Switch to the Macros 
subdirectory of the Winword 
directory. 

4 Choose MACRO60.DOT, then 
choose OK 

You are returned to the 
Templates and Adddns dialog 
box. 

5 Choose OK 

You are 
returned to the 
document and the 
template is attached 
to the document. 

6 From the Tools menu choose 
Macro. 

A list of macros is provided. 

7 Click once on 
SuperDocStatistics then choose 
Run. 

This window is displayed: 

General information about 
the: document is available. 
Notice, however, that there are a 


document. The button then 
becomes an Add to Report 
button. As you inspect each 
category, you can choose to add 
the information to the report 
8 If you want to add this macro to 
your Normal template, read the 
story on copying items 
betweeen templates oh page 4. 

CLOSING DOCUMENTS 
QUICKLY 

If you have many 
documents open and would like 
to close them all quickly, simply 
hold down the SHIFT key and 


4 Switch to Word then place the 
cursor at the point where you 
want to insert the picture. 

5 From the Edit menu choose 
Paste. 

A picture of the Gantt view 


O Linked or Embedded Object 
!$> Static Picture 
□ For Printer 
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The number of columns that are 
displayed depends on the 
number of columns that are 
fully revealed in the 
Gantt view. 
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number of Category buttons 
down the left side of the 
window. If you now click on one 
of these buttons the information 
about the category is displayed. 

You can also create a report 
by clicking on the Create Report 
button. This writes the current 
view to a new untitled 


from the File menu choose 
CloseAU. 

Project for 
Windows 

CLOSING PROJECTS 
QUICKLY 

If you have many projects 
open and would like to close 
them all quickly, simply hold 
down the SHIFT key and from 
the File menu choose Close All. 

COPYING GANTT 
CHARTS TO OTHER 
APPLICATIONS 

If you want to copy a* 
picture erf the Gantt chart to 
-Word for Windows carry but the 
following steps. 

1 Highlight all the tasks you want 
to copy over. 

2 Hold down SHIFT then from the 
Edit menu choose Copy Picture. 

A dialog box is displayed: 

3 If you do not want a link 
between Project and Word, 
choose Static Picture then 
choose OK 


MS-DOS 


TESTING HIGH 
MEMORY 

When MS-DOS 6.2 loads, 
the message HIMEM is . test- . 

ing extended memory is 
displayed. The HIMEM program 
is checking your RAM chips to 
make sure there are no faults. If 
your computer has a lot of 
RAM, you may find that it takes 
some time to carry out the 
check. 

If you are satisfied that your 
memory has no faults, you can 
turn this feature off by changing 
the line in your CONFIG.SYS 
file to: 

DEVICE-dil-MEM. SYS/• 

• TESTMEM:OF? . 

SKIPPING STARTUP 
COMMANDS 

Under MS-DOS 6.0 you 
could test the effect of the 
commands in your CONFTG. 

SYS file by selectively skipping 
the commands on start up. 

Under MS-DOS 6.2 you are 
now given the option of testing 
the Commands in your ‘ 

CONTINUED ON PAGE 8 
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CONTINUED FROM PAGE 7 
AUTOEXEC.BAT file as 
well. 

When you turn your 
computer on, simply hold 
down the F8 key while MS- 
DOS is being loaded. 

You are given the option 
of skipping each of the 
commands in the 
CONFIG.SYS file. 

When it has finished 
processing those commands 
the message Process 
. AUTOEXEC.BAT [Y/N] ? is 
displayed. 

If you want to skip any 
of the commands in this 
batch file press Y. 

Works far 
Windows 

MOVING AROUND THE 
DOCUMENT 

To move quickly to the top 
of a document, hold down 
CTRL and press HOME. 

To move quickly to the end 
of a document hold down CTRL 
and press END. 

To move down a paragraph 
hold down CTRL and press the 
down arrow key. 

To move forward a word at 
a time, hold down CTRL and 
tap the right arrow key. 

To move to the beginning of 
a line simply press HOME. 

Experiment by using the 
SHIFT key in addition to any of 
these keys or key 
combinations. 

REMOVING 

CHARACTER 

FORMATTING 

To quickly remove 
formatting such as bold or 
italics, highlight the text and 
then hold down CTRL and 
press the space bar. 
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REMOVING 

PARAGRAPH 

FORMATTING 

To quickly remove 
paragraph formatting such as 
tabs, indents or alignment, 
click in the paragraph 
somewhere then hold down 
CTRL and press Q. 

HARD SPACES 

You often need to use a hard 
space (or non-breaking space) 
to make sure that a date or 
number or name does not get 
split at the end of a line. 

To put a hard space into 
your document, simply hold 
down SHIFT and CTRL and 
press SPACEBAR. You can tell if 
a hard space has been inserted 
by choosing Show All Charac¬ 
ters from the Options menu. 
Normal spaces will display as a 
dot, hard spaces do not. 

THE AUTOSUM 
FEATURE 

Tb add a set of numbers in a 
Works for Windows 
spreadsheet, simply put the cell 
cursor on the cell that you want 
the answer to appear in and 
then click twice on the Autosum 
button. 

The first time you click the 
formula appears on the formula 
bar. Works has ‘guessed’ the 
cells that you want to add. The 
second time you click, the value 
is entered into the cell 
highlighted by the cell cursor. 

FORMATTING 

CURRENCY 

If you have some cells in a 
spreadsheet that you need to 
format as currency, click on the 
cell then hold down CTRL and 
press 4. The number is dis¬ 
played with a dollar sign and 
rounded to two decimal places. 

USER GUIDE 

Refer to the back cover of 
the Users’ Guide for more time¬ 
saving keyboard shortcuts. 
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